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RECORDS MANAGEMENT EVALUATION GUIDE SHEET 
FOR THE 

CORRESPONDENCE MANAGEMENT PROGRAM 


Revised 

3/18/64 


Item No. 


c-i 


C-2 


C-3 


C-»f 


Guide Post 


Authority and 

Program 

Establishment 

Assignment of 
Respons ibility 
for Program 
Development and 
Execut ion 

Formulation of 
Policies, 
Standards, and 
Procedures 

Management of 

Correspondence 

Production 


Guideline 


A. 


Writ inc the 
Communication 


B. Preparing 
(Typing) the 
Communication 


c. 


Reviewing and 
Signing 


o. 


Handlinc ano 
Controlling 
Communica- 
tions 


Determine if a directive has been' 
released authorizing the Procram. ! 


Review delegations of authority 

AS SHOWN IN ORGANIZATION CHARTS, 

functional statements or 
DIRECTIVES. 


Examine Manuals, handbooks, and 
OTHER GUIDES TO POLICIES, 
STANDARDS And PROCEDURES. 

(Details given in C-4) 

Analyze publications! 1 , assembled* 

STATISTICS, AND 00 
CffMiS OF OUTGOING CORRES 

f^SGERTAIN U& OF "PLAIN LETTERS" 
OR ISSUANCE OF A SIMILAR HAND- 
BOOK SETTING ACCEPTABLE STYLES 
of writing. Obtain "Foe Index" 
READINGS OF OUTCOINO LETTERS ON 
SAMPLE BASIS. 

Check adoption of the U.S, 
Govern m ent Correspondence Manual , 
WITH MODIFICATIONS AS REQUIRED, 



A '■> ■' 


OR 


Issuance of an agency corres- 
pondence MANUAL 


Also determine whether the G.P.O, 


Style Manual has been adopted for 
practices not covered in the 
Correspondence Manual . 

Recognize the decree to which the^ 
subject gcverns need for review. 


Check the written delegations of 

AUTHORITY TO SIGN CORRESPONDENCE 


Investigate the practice and 

FREQUENCY OF CORRESPONDENCE 
REWRITES. 


Obtain compilation of statistics 

ON VOLUME OF CORRESPONDENCE AND 
ON SIGNIFICANT PRACTICES 


Evaluation Factors 


Overall effectiveness of the 

DIRECT IVE. 


PERFORMANCE AT EACH LEVEL OF 
AUTHORITY ANO THE APPROPRIATE- 
NESS OF THE ORGANIZATIONAL 
ALLOCATION. 


CoVERACE AND ADEQUACY OF EACH OF 
THE GUIDES. AVAILABILITY OF 
EACH TO USERS. 

Compliance with standards and y 

PRESCRIBED PRACTICES, f S 


Application of principles of 

SHORTNESS, SIMPLICITY, STRENGTH, 
ANO SINCERITY. RESPONSIVENESS 
TO THE INQUIRY. tortXXXW - eT ' 

StlWEfl^smW. 


Quality of adaptation by 
REVIEWING CHRONOLOGICAL OR DAY 
FILES, OR SAMPLES OF 
CORRESPONDENCE. 

Acceptability of prescribed 
practices. 


Uniformity in typing practices, 

INCLUDING; PUNCTUATION, 

SPELLINC, writinc numbers, and 
so forth. 

Decree to which subject matter 
and requirements for review are 
correlated. 


Possibility of further delegations 

OF SICNINC AUTHORITY TO PEP.SCNS 
HAVING IMMEDIATE RESPONSIBILITY 
FOR SUBJECT MATTER. 


Causes of rewrites and their 

POSSIBLE ELIMINATION. 

Use, value, approf-a .aTEneug, or 

ADEQUACY OF EACH OF THE FOLLOWING] 
AS REVEALED BY THE STATISTICS: 


GSA WASH DC S 2* 10 282 
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Evaluation Factors 


o. (con't) 


e. Increasing 
Efficiency 
and Cutting 
Costs 


Determine adoption of quick-types 
of communication 


Adoption of speed aids and 
ECONOMY MEASURES 




f. Selecting 
Supplies and 
Equipment 


Training 


Develop information on the 
potentialities of office equip— 

PENT USUAGE FOR APPROPRIATENESS 


Check agency standards for 

SELECTIVE PROCUREMENT OF SUPPLIES 


-Number of letters in and out. 
-Form letters used 
-Guide letters used 
-Copies created 

-Reviews and clearances required 
-Fewrites requireo 
-Fates of production (letters 
PER DAY AND SO FORTH/, ANO 

-Length of reply intervals 


Use. OF: 

-Form letters for repetitive 

CORRESPONDENCE OF LARGE 

VOLUPE 

-Guide letters for repetitive 
CORRESPONDENCE OF MODERATE 
VOLUME 

_ -2-WY P EMQ FOR BRIEF MESSACEC 
OF ROUTINE NATURE: 

-Leaflets dr other printed fliers 

TO BE USED /IS ENCLOSURES 


ki 


-CORRESPONDS X WHERE VOLUPE: Or 
FORM AND GUIOE LETTERS JUSTI- 
FIES A FORMAL GUIDE TO THEIR USt| 

-Window envelopes as appropriate 
-Bulk mailing, especially to 

FIELD OFFICES 
L l Ml NAT I ON OFj UNNECESSARY 

MMMMMM* acknowledgements! 
ano transmitt als 

IlMMHMlliliBV NON-ESSENTIAL 

COPIES of outgoing correspon- 
dence 


-Proper selection and efficient 

USE OF FAST COPY MACHINES, 
DICTATING EQUIPMENT, ELECTRIC 
TYPEWRITERS, AUTOMATIC TYPE- 
WRITERS, COMPUTERS, ANO SO FORTFi 


Examine training provisions and 
PRACTICES FOR INDIVIDUAL TRAINING 

Also, check dates of most recent 


Acceptability of letterhead 

OES IONS 

Use of continuous stationery for 

FAST PRODUCTION 

Use of pre-inserted carbons 
Choice of reproduction masters 

to SUIT REQUIREPENTS 
(See SOA Workshop kit for 
GUIDELINES ) 


Level of training attained shouloi 
BE EQUAL TO: 


GSA WASH DC 6 2- 10 282 


Annroveri For Release 20 01 /09/ 03 : CIA-RDP74-00005R0002001 00008-4 




Approved For Release 2001/09/03 : CIA-RDP74-00005R0002001 00008-4 


RECORDS MANAGEMENT EVALUATION GUIDE S HEE T 
FOR THE 

CORRESPONDENCE MANAGEMENT PROGRAM 


Revised 

3/18/64 



TRAINING IN CORRESPONDENCE 

MATTERS 


Evaluation Factors 


For Typists and Stenographers - 
The Secretarial Practices Work- 
shop (GSA } 

For writers - Plain Letters Work- 
shop (GSA ) 

Administrative Personnel - 
Plain Letters and Correspondence 
Management Workshops (GSA). 
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REPORTING FACT SHEET CORRESPONDENCE liANAGEMENT 


Essential Components 

1„ Administration which includes Program Charter, Scope of Program, 

^ 1 , 11 , 11 , m, . — r 

Qragnization and Staffing, Promotion of Program, and Management 
Controls a 

2 C Guidelines and Operating Contro ls which includes Manuals, Hand- 
books, and Other Issuances relating to correspondence « 

3o Correspondence Practices which includes writing of Correspondence, 
Preparing the Communication, Reviewing and Signing, Handling and 
Controlling Communications o 

j 4o Efficiency Measures which includes Use of Aids, Elimination 
of non-Esaentials, Selection and Use Equipment and Training 
Personnel.. 

Component No 0 1 ° j Administration, includes. 
a,> Charter 

-Authority, law, directives or letter (fro© higher authority) 
-Program Establishment directive (Issued to subordinate office) 
b s Scope of Program 

-Organization and Geographic coverage (Headquarters, bureaus, 
field, project offices, etc r ) 

-Program objectives (Improve quality, expedite processing, 
economy, etc 0 ) 

-Application of Program (To Professionals, administrative and 
clerical personnel, etCo) 

-Exceptions 9 if any ™ 
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b o Preparing the Communication 

-Typing 

-Proofreading 

-Rewrites and correction techniques 
Go Reviewing and Signing Communications 

-Need for Reviews (asfcucfer by subject and/or addressees) 
-Levels of Review ( Determination of need for several reviews) 
-Need for further signing delegations 
d„ Handling and Controlling Comunic a tiona 

-Priority assignments (Typists and Stenographers) 

-Time in and out goals (speeding processing) 

-Security precautions (safequarding contents) 

-Backlogs 

Component No„ h = Efficiency Measures* includes: 
a 0 Uss of Aids 

-Corresponded (Pattern Paragraphs) 

-Form Letters 
-Guide Letters 

-Enclosures ( leaflets a publications) 

-Window Envelopes 
b o Applying Economy Measures 

-Fewer copies distributed (examination of need) 

-Unnecessary letters (acknowledgements and transmittals) 
-Control of Copying Equipment 
c v Selection and U s e of Equipment and Supplies 
-Selection standards (Geared to needs) 

-Application and use (availability and stand by time) 
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\ 

do Program Promotion 

^Improving correspondence quality 
«=Cost reductions 
^Speeding correspondence j 
e° Controls 

-Personnel Utilization (Random sampling, overtime, etc „ ) 

Statistics and Charts (Correspondence volume, type, reviews, 
rewrites, productions, elapsed reply time, etc 0 ) 

“Program appraisal ( self -evaluation of program effectiveness) 

“Coating Operations (measuring expenditures against re stilts) 

Component No 0 2 « Guidlines and Operating Controls, includes* 
a. Manuals / 

-UoSo Government Correspondence Manual (with modifications) 

Agency Correspondence Manual 

“QPO Style Manual (uniformity in typing, punctuation, spelling, etc=>) 
b 0 Handbooks 

^Plain Patters 
“Form Letters 
“Guide Letters 
Co O ther Issuances 

“Delegation of Authority (signing correspondence) 

“Correspondence Reviews 

Component ilo 0 3 « Correspondence Practices, includes: 
a ° W riting the Communication 

“Applying the L-S principles (including Fog index) 

-Accuracy of Subject Matter (Responsiveness to inquiry ) 
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Maintenance 

-Supplies | Procurement and Use (latter heads, envelopes, 
pro-inserted carbons, repro) 
do Training Personnel 

^Training Provisions (Policy and authority) 

-Training Practices (Orientation sessions for officials; 
workshops for typists and steaos) 
of courses (Plain letters; Correspondence management, etc 0 ) 
-Activity (Latest instruction dates and participants 
by occupation) 


o jj 
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